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Civil Case & Calendar Information

Welcome to Riverside Superior Court’s Public Access to Case Information.

Figure 1

Step 1: To access Civil click on the Civil Case Information button.
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Step 2: Use the drop down menu to select the court.  You can accomplish this by clicking
on the down arrow to the right of the box/field labeled court.

Figure 2
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Step 3: Enter the Operator Code GUEST – no password is required. Click on the Log On
button.

Figure 3

Step 3
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Figure 4

Step 4: If you know a specific case number select the Case Number Search button.

 If not, refer to page 9 for Name Search.
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Step 5: Enter the court case number.

Step 6: If you know the case type select it by clicking on the down arrow.

Figure 5

(Note: If you do not know the case type simply click on the search button.  Should there
be duplicate case numbers the system will display all numbers with the different case
types otherwise the system will just retrieve the one case.)

Step 7: Click on the search button.

Step 5

Step 6
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The case search results window (as shown in Figure 6) will appear with the case name,
case category, case number and date filed.

Figure 6

Note the case number text appears in a different color.

Step 8: Click on the case number to access the case.

Step 8
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Figure 7

The actions of the case will appear.  Use the scroll bar on the right side of the window to
view all the actions.

To return to the starting point of Civil Case Information click the Home menu option at
the top of the page.

To exit close the browser by clicking on the X in the upper right corner of the browser.

Scroll
Bar
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Accessing a Case by Name

Step 1: To access a case by name click on the Name Search button from the Home
screen also known as Case Information screen.

Figure 1
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Figure 2

Step 2: Enter the party’s last name.  Then using the tab key enter the first name next.

It is sufficient to only populate the parties last and first names to search the database.

Step 3: Once you have entered the parties name click on the search button.
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Figure 3

Step 4: Use the scroll bar on the far right side of the window to view the complete listing
of names retrieved in the query.

Step 5: To view a specific case click on the corresponding case number located in the
Case Number column on the right side of the window.

Step 4

Step 5
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Figure 4

The actions of the case will appear.

Minutes can also be viewed from the actions window.

Step 6: To view the minutes of a hearing click on the word ‘minutes’ displayed in a
different color text next to the hearing; the minutes will be displayed.  See Figure 5.
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Figure 5

Figure 6

To View
Minutes

Scroll
Bar

To View
Additional
Minutes
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Step 7: To view all the minutes of that specific hearing use the scroll bar on the right side
of the window.

Step 8: Once positioned in the minute order window you can view additional minutes
(See figure 6) from other hearings by clicking on the down arrow on the action field/box.
All the hearings will be displayed in chronological order.  Select a hearing to view it’s
minutes.

Figure 7

Step 9: Once you have accessed a case you can easily navigate through it by selecting
what you desire to view from the menu at the top of the page; regardless of whether you
are on the actions, minutes, complaints/parties, or pending hearings.
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Step 10: To view pending hearings on the case click on the Pending Hearings menu
option at the top of the page.  If any hearings are pending they will be displayed.

Figure 10
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Step 11: To view the list of complaints and parties on the case click on the
Complaints/Parties menu option at the top of the page.

Figure 11



17

Step 12: To view the case in it’s entirety (i.e. Complaints, Parties, Actions, Minutes and,
Pending Hearings) click on the Case Report menu option at the top of the page.

Figure 12

To return to the starting point of Civil Case Information click on the Home menu option
at the top of the page.
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Viewing Civil Calendars

Step 1: To access Civil calendars start on the main page of Civil Case Information.  Click
on the Calendar Search button.

Figure 1
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A calendar will display.

Figure 2

Step 2: Select the calendar date you desire to view by clicking on the appropriate date.
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Step 3: Select the department you desire to view by clicking on the down arrow in the
department field.

Figure 3

Use the scroll bar if you do not see the department you wish to view.

Scroll
Bar
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Once you select the department, the calendar will display all cases scheduled for hearing
on that date in that department.

Figure 4

Step 4: To view the list of all cases scheduled use the scroll bar on the right side of the
window.

Step 5: To view a specific case click on the case number; the actions of the case will
appear.

Scroll
Bar

Case
Number
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